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MEMORANDUM FOR: Director of Communications
Director of Data Processing
Director of Finance
Director of Logistics
Director of Medical Services
Director of Personnel
Director of Security
Director of Training
Executive Officer, DDA
Career Management Officer, DDA

FROM : John F. Blake T —
Deputy Director for Administration J:%Eg_

e

SUBJECT : DDA Equal Employment Opportunity “\’;‘553
Plan (EEOP) for FY-79 ! iR

)

e |

L9

The attached document represents the Directorate's
effort to provide Equal Employment Opportunity for its
current and prospective employees during Fiscal Year
1979. All managers and supervisors have important roles
to play in transforming the spirit of the Plan into deeds.
I, therefore, urge you to give this EEOP the widest possible
distribution within your offices with the objective of
providing equity and fairness for all our employees.

STATINTL

John F, Blake
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DIRECTORATE OF ADMINISTRATION
Equal Employment Opportunity Plan

Fiscal Year 1979
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Part A. Introduction

1. Policy

The Directorate of Administration (DDA) provides all its employees
equal employment opportunity and prohibits discrimination because of race,
sex, color, age, religion, naticnal origin, or handicap in every aspect of
hiring, placement, development, advancement and treatment of its employees
and applicants. The Directorate-wide upward mobility and FUST programs
initiated in FY 1977 continue to function as wechanisms providing
employees with opportunities for davelopment, advancement, and full
utilization of skills and training.

2. Organization and Responsibilities

The Deputy Director for Administration (uDA) and his Associate Deputy
Director (ADDA) provide policy guidance and exercise personal leadership
to ensure equal opportunity for all employees and for all applicants
seeking employment with the DDA.

The DDA EEQ Staff consists of the Directorate EEO Officer, two EEO
Specialists and a secretary. The Staff monitors the progress of the
Directorate's EEO programs. It also provides advice and guidance con-
cerning EEQ laws and regulations which impac:t on Directorate policies
and regulations. The Staff actively participates in the complgint
process to resolve problems. It serves as focal point for the receipt
and internal control of minority professional applicant files sent to
the Directorate and coordinates the efforts of the various Office level
EEQ Officers in fulfilling objectives of the Directorate EEQ Plan.

The DDA is represented on the Federal Women's Program Board (FUPB),
the DCI's EEQ Advisory Panel, and other ad hoc groups such as the Task
Force on Sex Discrimination. The DDA Federal Women's Working Group,
consisting of representatives from each 0ffice, provides assistance to
the Agency FWPB, as required, in carrying out its responsibilities.

*  Each DDA manager and supervisor has the responsibility to ensure
that all employees are treated equitably, fairly and as individuals.
It is their task to remove the factors of age, race, color, sex,
religion, national origin and handicap from the processes of hiring,
placement, development, and advancement of employees in the DDA.
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Allocation of EEQ Personnel & Resources

EEO Program Administration & Management o PT % Cost
a. EEOQ Officers
Directorate (BM) 1 $.30, 750
0/Communications (WM) 1 5 2,100
0/Data Processing (WM) 1 14 4,700
0/Finance (WM) 1 5 2,400
0/Logistics (WF) 1 50 11,000
0/Medical Services (WM) 1 15 3,700
0/Persannal (WM) 1 iG 4,501t
0/Security (WM) 1 15 7,000
0/Training 2 5 1,500
b. EEO Specialists
Directorate (WM, WF) 2 40,704
0/Communications (BM) 1 20,700
c. Upward Mobility
0/Finance 1 1 257
0/Security 7 51 3,450
0/Training 2 2 5070
d. FWP/DDA UWorking Group
~ 0/Communications 2 5 2.0G0
0/Data Processing 1 2 550
0/Finance 1 1 200
0/Logistics 1 5 800
0/Medical Services 1 2 400
0/Personnel ' 1 2 30
0/Security 1 5 8e0
0/Training 1 2 30
e. Hispanic Program
0/Data Processing 1 .5 100
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Clerical T
Directorate 1
0/Communications
0/Data Processing
0/Security

Other Personnel

0/Communications (Sensitivity Group}

0/Data Processing (Personnel Spec.)
(ADP Training Spec.) _

0/Security (Personnel Spec.)

2. Administrative Expenses

a.
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Training

Directorate

0/Communications

0/Data Processing

0/Data Processing (Deaf Interpreter's fees)
0/Security

Travel

Directorate
0/Data Processing
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Upward Mobility Program Achievement

Number of employees at and below GS-09 or equivalent who
participated in at least one planned upward mobility program

‘activity and who were competitively promoted or reassigned

into target positions:
(1) within the same occupational series - 0
(2) 1into a different occupational series - 4 (Project AIM)

Number of employees at and below GS-09 and equivalent who
participated in one or more upward mobility program
activities but who were neither promoted nor reassigned:

2 - Project AIM
3 - Project PACE
2 - Project TRUMP

Universe of potential upward mobility opportunities: Total
number of position vacancies filled competitively through
merit principles below GS-10 and equivalent in all series
and from all sources.
|
412 - Total DDA
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Part B. Report of Accomplishments (1 April - 30 June 1978)

1. Area of Concern: Organization and Resources
1.1.2 Objective: Improve the EEQ training of Agency supervisors

and managers.

Affirmative Action

1.1.2.3 Sixteen (16) DDA supervisors/managers attended the
MEQ Seminar this quarter.

1.2.1 Objective: Ensure that incumb=nts for EEQ positions
have the interest, knowledge. skills and training
to perform their duties.

Affirmative Action

1.2.1.3 The DDA EEQ Officer chaired a neeting with component
EEQ Officers to discuss the formulation of the FY 79
Equal EmpTloyment Opportunity Plan (EEOP).

1.2.1.4 Fitness Reports for part-time EEO Officers do include
an evaluation of tneir EEQ duties.
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2.1.1

2.1.1.3

2.5.1.4

Area of Concern: Discriminaticn Complaints

Objective: Process complaints within the 180 day
standard.

Affirmative Action

A DDA careerist will be assigned to the Office of EEQ,
on a rotating tour basis, as a full-time FEQ Investicator.
We anticipate assignment to be made early in the fourth
quarter.

DDA careerists -assigned part-time EEQ Investigator duties .
will be relieved as soon as circumstances permit.

Group meetings have been held in all DDA Offices to
discuss the differences between the discrimination
complaint and grievance systems.

Approved For Release 2001/07/16 : CIA-RDP81-00142R000400030002-6.



Approved For Releasqs2001/07/16 : CIA-RDP81-00142R000409030002-6
~3-

3. Area of Concern: Recruitment

3.1.1 Objective: Increase the number of qualifiéd minorities
and women available to meet Aqency neads.

Affirmative Action

3.1.1.1 The DDA EEOQ Officer, accompanied by managers from several
DDA Offices, visited a number of colleges and universities
with large black populations to provide in-depin job
information to prospective applicants. These visits were
highly beneficial with respect to making new contacts
with college placement officials and faculties. Most
of the visits coincided with "career awareness” activities
and recruiting was discouraged or not permitted. But
the teams were able to provide the students with good
information concerning employnent possibilities within
the DDA. 1In spite of the ban on recruiting we have
received several inquiries from students about emplaoyment
with the Agency. Follow-up correspondence has .been
initiated by the Cffice of Personnel.

3.1.1.4 The Directorate has entered on duty the following minority
professionals/technicals:
As of 30 June 1978 FY 78 Goals
13 Blacks ' 18
4 Hispanics/Asians 7
15 Non-Minority Women 4

In addition, the Office of Finance has two women {one
Black) in their Student Trainee Program.

3.1.3.3 Recruitment requirements are updated semi-annually and
are monitored monthly.

3.1.5.1 The Recruitment Division, Office of Persomnal, placed
recruiting advertisements in eleven {11) college
placement manuals, three (3) national minority
publications, including one large Hispanic publication,
and five (5) regional Black newspapers, during the
past quarter.
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4.1.1

4.1.1.2

4.1.2

4.1.2.1

Area of Concern: Full Utilization of Skills and Training

(FUST)

Objective: Develop an Agency-wide FUST program.

Affirmative Action

The surVey phase of the Directorate FUST program is
complete. Not all survey forms have Been returned,
but we expect this to be completed in the next quarter.

Office Directors are being notified by memorandum of
those employees ‘who have identified skills not being
used so that appropriate carzer management counseling
can be conducted to clarify specific skill utilization
either within the Office or elsewhere in the Directeorate.

The second phase of the program, translatinag pos1t10n
requirements into skill requirements, will begin in
the fourth quarter.

Objective: Assure that Agency career panels and promotior
" boards are dedicated to the fair and equitable treatment
of all employees and are sensitive to the development
needs of all, particularly minorities and WOmern.,

Affirmative Action |

The DDA EEO Officer is schedulad to meet with DDA career
boards during the remainder of the fiscal year.

The following developmental and promotion actions for
female employees were reported this quarter:

An Office of Data Proceas1ng G5-14 was assigned
to a senior management position in the O/DDA on a
rotational tour; the Office of Communications has one
female in a training program which will lead her to
becoming a computer programmar; OC promoted to GS-8
the female in their Safety Officer Training program;
one Temale is part of the reqular Telecommunications
Specialist training program; two females are part of
the Basic Morse Code Training program; and OC continues
to sponsor one female in an Electronic Technician
development program. In the Office of Finance, 17
females received promotions: 11 to GS-9 and above,
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one ta G5<14. Also, OF reassigned seven females for
career enhancement. In the Office of Logistics, nine
females were promoted to GS-8 and above, one to GS-12.
Nine OL females in the Wage (rade series were promoted
to GS-8 or above. A GS-16 female from the 0/DDA
attended the Senior Seminar.

4.1.4 Objective: Improve the flow of information concerning
the availability of jobs.

Affirmative Action

4.1.4.1 Job vacancy notices are distributed to component EED
Officers as a matter of routine in the DDA.
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5. Avea of Concern: Upward Mobility

5.2.1 Objective: Expand upward mobility programs to all
eligible employees.

Affirmative Action

5.2.1.1 During this past quarter three additional employees were
selected to fill upward mobility positions in the
Directorate. Project AIM currently has nine employees
enrolled; one is due to graduate from the program early
in the fourth quarter. Durirg the fourth quarter we
plan on offering four more pusitions.

The Office of Personnel has established the Personnel

Upward Mobility Program (PUMP). It will be inauguraied
in the fourth quarter.
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6. Area of Concern: Supervisory and Management Commitment

6.1.1 Objective: Ensure that EEQ responsibilities are defined
for all supervisors and manag=ars.

Affirmative Action

6.1.1.3 See 1.1.2.3
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7. Area of Concern: Community Outreach
7.2.3 Objective: Increase participation in community caveer

" days on college campuses, anrual meetings of organi-
zations such as NAACP, etc.

Affirmative Action

7.2.3.1 The DDA actively participates in community outreach
type activities (see 3.1.1.1). The Chief, Clinical
Activities Division, Office of Medical Services,
spoke to students at Fairfax High School on Career
Awareness Day on the subject of medicine. At the
request of an Agency official, copies of the May
1978 issue of the CIA Medical Newsletter, dedicated
to Health Education through Sports and Physical
Fitness, were made available for distribution to
the Northern Virginia Footbail Officials Association
membership. :
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Part €. Assessment Report

Organization and Resources

The Deputy Divector for Administration continues to give complzte
support to the fulfillment of Agency EEO objectives. During the past
year, selection, development and evaluation criteria for full and part-
time EEQ Officers was developed and publishad. The Directorate ELO
Officer met with each Office level EEQ Officer individually to discuss
their rvesponsibilities, plans, and goals. Periodic meetings were also
held with component EEO Officers to discuss progress and/or problems
in conjunction with the EEO Plan. A closer working relationship has
been established as a result-of these meetings. The fitness reports
of part-time EEQ Officers now include an evaluation of their EEQ
performance. The Directorate has consistently enrolled more super—
visors/managers than our alloted quota for cach running of the MEQ
Seminar. Component EEQ Officers receive management support and
commitment to the causes of equity and fairness. No problem areas
have been identified. This assessment was conducted by the Directorate
EEQ Staff with input provided by the component FEO Officers.
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Discrimination Complaints

The Directorate has sufficient EEQ Counselors availahle at all of
its locations except one; a counselor will be appointed for this sice
in the near future. A full-time EEQ Investigator will be appointed to
serve a rotating assignment to the O/EEQ to help relieve tha backlog
of discrimination complaint cases. We plan on relieving the part-time
EEQ Investigators of these duties as soon as practicable. The Direc-
torate EEQ Officer plays an active role in the inforral resolution of
complaints of discrimination and has been highly effective, but there
have been occasions where his efforts have been hampered because he
was not informed early enough in the informal process to take effective.
positive action. A mechanism should be developed which will provice
information to the Directorate EEQ Officers on discrimination complains
within their Directorates on a timely basis. Component EEQ Officers
have also expressed the need for their involvement early in the inform}
phase of the complaint process. This combinad effort has produced
informal settlements and perhaps has been underused resulting in foria
complaints being filed. Greater efforts must also be made to dispel
the inimical atmosphere surrounding the process to reach a fair and
equitable resolution of the complaint.

Appfoved For Release 2001/07/16 : CIA-RDP81-00142R000400030002-6
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Recruitment

DDA management is committed to the recruitment of as many qualified
minorities and women as possible. This has resulted in an increase of
26 minorities in professional and technical positions, 30 June 1973/

30 Jdune 1977. 1In spite of this record, thore are stil] signiTicantly
few minorities and women in high levels of supervision/management.
Although continued emphasis is needed in the recruitment of minorities
and women at colleges, we could place spacial emphasis and priority

on hiring minorities and women wjth management experience who could be
entered on duty laterally at the GS-14 or above Taval.

Approved For Release 2001/07/16 : CIA-RDP81-00142R000400030002-6
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Full Utilization of Skills and Training (FUST)

The Tirst phase of the DDA FUST program was completed this past
year. The survey of all GS-12's and below, including Wage Grade
equivalents, was conducated using an Employee Skills Inventory form
as the survey instrument. Not all of the Skilils Inventory forms
have been returned, therefore, statistical analysis is incomplete,
but we anticipate an overall 85-90¢% response rate for the Directorate.

Some Office Directors have been provided with the names of their
employees who identified skills not now being fully utilized so that
appropriate career management counseling can be conducted to clarify
specific skill utilization, either within their own 0ffice or else-
where in the Directorate. As all survey forms are returnsd from other
Offices, each Office Director will Tikewise be notified. Ue anticipate
completion of these actions early in October 1978.

The second phase of the program, translating position requivrements
into skill requirements, will begin in the fourth guarter, FY 1978.

it
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Uoward Mobility

Under Project AIM nine employees have been reassigned to technical
or proféssional positions. One of these emptoyees completed his
training program, was promoted and was accepted into the new career
subgroup. An additional four or five positions will be filled in the
first quarter of FY 1979.

The Project AIM Working Group mesets quarterly with each AIM
employee and separately with each supervisor. These meetings serve
as a forum to evaluate the employee's progress and to clarify the
requirements and objectives of upward mobility.

The selection process used in Project AM has proven to be
very successful in identifying the top candidates.

The testing, interviewing, and counseling phases of Project AIM
have contributed to the career awareness and growth potential of those
AIM applicants not selected for positions, so it is believed that
almost 100 employees have been affected in a positive way through
Project AIM.
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Supervisory and Management Commitment

In the DDA, top management commitment to the principles of fair
and equitable treatment for all employees has been the key to the
successful implementation of Directorate EED programs. Their
leadership has established guidelinas by which all levels of manacement.
are expected to conform. Our objectives for FY 1979 are to convey
these principles to all managerial and supervisory levels within the
Directorate. One example is the Office of Communications® inclusion
in its management training courses the sensitivity package titled,
"Introduction to Positive Human Relations." Another is the belief
that better management support and.commitment can be accomplished if
more women and minorities were found in the upper managerial levels.
Specific actions are targeted to finding qualified women and minorities
for these positions, both from within and through lateral entry.
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Community Outreach

The DDA actively participates in community outreach type
activities and plans to continue its participation in community
career days on college campuses, meetings o organizations such
as NAACP, The National Urban lLeague, and Hi=panic conventions.
Qur Offices of Medical Services, Personnel, Data Processing,
Log1st1cs, Finance and EEQ Staff have all sent representatlves to
various community outreach functions.
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Program Evaluation

The DDA conducts a systematic and thorough evaluation of its
EEQ programs. FEach Office submits quarterly reports on the progres:
of the EEOQ Plan, and Office EEQ Officers meat periodically with the
Directorate EEQ Officer to review the plan, discuss problems and
exchange ideas for improvements. Training O0fficers, Personnel
Officers and Career Management Officers are all involved with various
EEO programs within the Directorate and have the opportunity for
input to their evaluation. The DDA Federal Women's Yorking Group
is also given the opportunity to provide input to the Plan.

Approved For Release 2001/07/16 : CIA-RDP81-00142R000400030002-6



A Approved For Release 2001/07/16 : CIA-RDP81 00142R000400030002-6
re&} of Concern' Organlzat1 on a*zd Resources .

Problem: The DDA has recoeni S
| lorrective. aes ggn.zed the stated prob;ems and has taken

’
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: Area of Concern: Discrimination Complaints
STATINTL '
Problem: Not All Employees have Ready Access to an EEOQ Counselol,
Parcicularly o [NEIC o+s00s Fieid Stations
STATINTL : ‘ v
- ‘ Responsible Target

Objective Actions Officer . Date
Ensure . DDA: Appoint an EEQ ' DDA/EEQ 31 October 1978
counsclor Counsclor to serve at Cfficer

SCYg fces are

cchLsible to
211 employees
at all loca-

tions.
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Problen: Many Agency Comnone nts have No or Few Women or Minority
Professionals
Responsible Target
jective Actions OCfficer —_ . Date:
ch Direc- ., DDA: The DDA will hire DDA Office. . 30 September 1979
rate - © the following mix of Directors, ’ ‘
of professional officers: DDA/MEG

.
[

»vci clement

Agency ' . I'.;L,

all have a Black Males 27 - i ¥

CI approved Black Females 13 o ;
ogran to Hispanic Males 12 E
crease the  Hispanic Females 5 .
mber of White Females 54 | i
men and Asian/American “ :
nority Males 6 E
ofessional Females

ployees to a
nimum work-
rce com-
sition of

5 Women,
Black, and .

Higanic,
th{;drticular
avisiops for
3se sub-
nponents
th no or
v minority
WOmen

leavees

-
/J<\./ YO

4
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Responsible Targes

ective Actions -~ Officer . Date
rease the  DDA: Work with Co-op Office 1 December 1978
ber of officer to identify Directors,
orities schools with good Respective -
women in  Computer Science, Divisien -
Co-op Accounting, and Chiefs,
grams., Engineering programs DDA/MEC,
and with minority DDA/CO-CP
student representation, Officer
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Actions

DDA: Hire the Ffollowing

minority and women~-mix

of technical employeces

during FY-79
Minorities 15
Females - 10

Responsible
Officer

Director of
Communications

Target
Date -

30 September 1879
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dentify
nployees
ith under-
sedg’ "kills
> O%.ice
irectors,

Arvea oZAgproved-For Relgase %99%’9!&155'&Qﬁ'@fséz?.{’ﬁ%‘*%&é°°?x32%%?ing (FUST)

Problem: Not A

¢ All the Skills and Training of DDA Careerists GS-12
and Bel d .

ini
ow are Being Fully Utilize

Responsible Target
Actions : Officer Date

DDA: Alert Office Directors DDA/EEQ Staff 16 October 1978
of those employees who have

identified skills that are

not now being utilized so

that appropriate Career

counseling can be con-

ducted to clarify specific

skill utilization either

within the office or

clsewhere in the Direc-

torate.

DDA: Translate position OP/Staff 1 July 1879
requirements into skill Personnel,

Trequirements to ensure OP/PMCD,

that employee skills are DDA/EEQ Staff

compatiable with

. position requirements.
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Area of Concern: Upward Mobility

]

Problem: The DDA has recognized the stated problems and has taken
corrective action. 4 ‘

—
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Area of Concern: Supervisory and Management Commitment

Problem: The Concept of and Rationale for Equal Opportuniﬁy is Neither
- Fully Understood by Management nor Made an Intergral Part of
Policy Formulation at all Agency Levels

Responsible-.  Target

Actions. Officer Date

DDA: Ensure that subordin- DDA, ADDA, Ongoding/Continuing
ates are advised of Office :
directorate goals and Directors,

requirements in - -..DDA/CMO

affirmative actions.

DDA: Ensure that adequate
resources are allocated to
support directorate EEO
programs.

DDA: Assure that concern
for EEO is an integral part
cf cach subordinates job
and that performance 1in
this area is evaluated

.effectively.
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Problem: Not ALl Supervisors and Managers are Adequately
Their Responsibilities to Assure Equity and PRair
Support Affirmative Action Efforts
, : Responsible Target
Actions : Officer - Date
DDA: ZEnsure that selection DDA, ADDA, On-going/Continuing
criteriz for hizring, wpro- Offi
motion, assignment, training DlTCCtOTS,

of all DDA carecerists. is DDA/ CMO
applied without regard to

sex, race, color, religion,

age, physical or mental

handicap, ethnic group or

age.

DDA: Ensure that all
managers and super-
visors of all levels
consider all subor-
dinates as individ-
uals rather than
stereotypes, and
eliminate practices
which give personal
offence to or result in
adverse impact on
employees of one color,
race, sex, ethnic, religious .
or age group.

DDA: Revise letters of
instruction cf managers

and superviscrs to in-

clude their responsibilities
LU sumaa wpsortundly ana

affirmative action.
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problem: The Training Necessary to tnhance the Skills and Develop the
potential of Agency Employees is not Uniformly and Equitably
Available ‘
Responsibles  Target
jective Actilons Officer Date
mplote 4 DOA: Survey and Revise Dirsctor 1 November 1978
g hensive  as required all management of Training,
:vﬁgu of training programs to ensure DDA/ CMOC
rectorate that they emphasize fairness Tralning
~aining in selection of attendees, Officer,
ylicies and and that sex, race, color, Component
cactices to religion, or age is not Training
ientify un- a determining factor to Officers

ist barriers

deny minorities oT women

ahibiting the opportunity to

he training develop.

sportunities

5t womon 2nd DDA: Develop and include Office of 31 December 1979
inorities. in all Office of Commun- Communications

ications management

training courses a
sensitivity package en-
titled - "Introduction

+o Positive Human Relations'.
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Broblem:

mhers 15 2 Marked Absence of Women and Minoritles at the
Agency Upper Management Levels (GS-135 and Above)
Responsible Target

Ybjective Actiens Cfficer - Date

[dentify DDA: Encourage formal and Director of 1 December 1978

jomen and informal outside contacts Personnel,

i cities to refer mid-level and DDA/MEC

¢ith poten- scnior minority and female

-ial for par- applicants to the Agency
:icipation in for employment consideratiocn,
she produc-

zion of DDA: Complete a compre- Office 1 December 1978
sclection and hensive review of all Directors,

sosition minorities and women at DDA/CMO

sriteria. grades GS-12 thru

GS-14 to identify those
"with potential to advance
to upper management level.

DDA: Provide the DDA with Office 15 January 1978
a list of DDA careerist Directors,
with potential to advance DDA/CMO

(h to upper management.
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Arca of Concern! Communlky Qutreach

Problem: Neither the Concept of Commun ity Out Reach notr the Potential
for Agency Participation is Clearly Underatood

Responsv‘bw Target

Obiective Actions | ‘ ‘ Officer Date

Increase . DDA: Contlnue to par- ‘DDA/Out-

participation ticipate with organized Reach Officer,

{ community  groups and supply ampie Office

curcer days representation of Directors, L ’
on college DDA Carecrists. , DDA/EEQ

campuses, Officer
annual ' ‘

mcetings of

organizations

such as, NAACP,

Urban League,

IMAGE, etc.
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Area of Concern: Program Evaluation

Problem: There is No Program Evaluation Procedure

Responsible Target

jective Actions Officer Date
velope DDA: Submit pericdic DDA/EEO As required
d imple- . Treports,
nt nroced-
¢
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